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(Please complete and return the enclosed forms.)

Qualifying & Continuing
Education Administrative
Paperwork



CTEC,

California Tax Education Council

Dear Applicant:

Thank you for your interest in becoming an approved education provider with the California Tax Education Council
(CTEC). The decision to become an approved provider will benefit your institution as your course(s) are offered to the
several thousand CTEC registered tax preparers. CTEC registered tax preparers (CRTPs) will also benefit from the
increased availability of courses offered to them.

CTEC approves providers upon the evaluation of one course submitted. Once approved, a provider may create and
offer additional courses with the understanding that each course must be designed to meet CTEC requirements as the
initial course submitted. Failure to do so can result in a loss of approval as a CTEC provider.

When selecting a course to submit for evaluation, please keep the following in mind:

e Providers approved for qualifying education may offer continuing education courses without prior
approval.
e Providers approved for continuing education MAY NOT offer qualifying education courses without
prior approval.
(If you intend to offer both qualifying and continuing education — please submit a qualifying education course
for review)
e Providers approved for distance-learning (self-study) courses may offer contact (instructor led)
courses without prior approval.
e Providers approved for contact (instructor led) courses only MAY NOT offer distance-learning (self-
study) courses without prior approval.
(If you intend to offer correspondence and contact courses — please submit a correspondence course for review)

A checklist has been included with the administrative paperwork to aid you in assembling your packet of materials
for review. Please follow this checklist, as it will help to expedite your approval status.

FEES: A $500 fee is required with the submission of a continuing education course or $1,000 for the submission of a
qualifying education course. If approval is not obtained, one resubmission is allowed, after which, providers are subject
to additional fees according to CTEC policy BFO4 (Fees). Public schools and Universities are exempt from submission of
review fees.

Please assemble and label all items according to the enclosed checklist. Return all administrative paperwork, fee, and
course materials (including all books and instructors materials). Course materials will not be reviewed until a complete
administrative package has been received. You will receive written confirmation upon receipt of a complete packet or

instructed to submit missing materials.

Once your course materials have been reviewed, you will receive written notification of the determination (approval or
denial) of your course within 120 days as required in Business and Professions Code Section 22254.

We look forward to receiving your application. Please direct any questions you may have to our provider specialist at
(877) 850-2832.

Regards,
CTEC Staff.

P.O. Box 2890 = Sacramento, California 95812-2890 = www.ctec.org
Toll Free 1-877-850-CTEC (2832) = Toll Free Fax 1-877-851-CTEC (2832)



PROVIDER APPLICATION
PROCESSING CHECKLIST

Name of Provider Provider/Application #

l. Approved Provider Application Form
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Complete and included in packet;

If previously approved, changes from current approved provider list are circled;

Physical address is in fact a physical address;

If corporation, corporate # is provided;

CTEC Administrator name and phone number are complete (Reference: Provider Reporting #4);
Signature title matches those listed on application under Owners/Officers section.

2. Instructor’s Materials
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Labeled syllabus with topics and times devoted to each topic are included;

Times are in 15-30 minute increments depending on the length of the course;

Instructor’s guide or lesson plans are included;

For Qualifying Education courses, submit an annotated guideline, indicating where each required and
awareness topics can be found in course materials.

3. Student Materials
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Student text is included;
Workbook, homework or practice problems are included;
Quizzes and exams are included (Reference: Course Development #10);
If correspondence, total number of questions for quizzes and exams meet minimum requirement
(Reference: Course Development #7);
Answers to quizzes and exams are included;
Reference materials required for course are included.
For correspondence courses:
0 QE — Verification of meeting the “Additional Requirement” as outlined in CP13 (Distance
Learning).
O Verification of meeting the “Design of Examination Questions” as outlined in CP13 (Distance
Learning)

4. Student Evaluation
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If administered by form, sample form is included and covers course content topics including:
(Reference: Course Presentation #5);
O Stated learning objectives were met;
Prerequisites were appropriate;
Materials supported the stated learning objectives;
Content of materials was timely and relevant;
Appropriate time allocations to topics;
Form covers classroom instruction for contact courses include: (Reference: Course
Presentation #4 & #5);
O Effectiveness of instructor;
0 Suitability of facilities;
0 Handout and preparation was satisfactory;
0 Audiovisual use was appropriate and effective.
Other method of administering student evaluation is indicated.
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5. Provider Compliance Form

O Form is signed and attached.



6. Course Advertising and Promotion

O A plan for informing students of the following policies is included (Reference: Course
Development #2, #3 & Course Presentation #2);

0 CTEC approval (Reference: Course Presentation #1);
Learning objectives;

Prerequisites;

Course content and level;

Any advance preparation necessary;

Instructional methods;

Federal and California hours;

Grievance policy;

Refund policy.
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7. Completion Certificate

O Sample certificate provided to successful graduates is attached (Reference: Provider Reporting #1)
O Sample certificate includes all of the following:

(0]
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Student name

Course completion date

Provider’s name

Course title

CTEC course number

Number of federal and California hours earned
Signature of the instructor or provider

Include a check or money order in the amount of $1,000 for a qualifying education course or $500 for a

continuing education course. Applications will not be processed without payment.

Application Review

For Office Use Only

O Provider application reviewed by: on
O Provider letter drafted by: on
O Provider letter mailed by: on




Application Form to Become a
CTEC-Approved Provider

Schools seeking to be approved by the California Tax Education Council to meet the requirements of the Business and Professions
Code §22250-22259 should use this form.
Please print or type all information

Name of Business

DBA'’s (if any)

Physical Address

Mailing Address

Phone () Cell (__)
(Cell phone is for CTEC office use only)
Fax () Website
Applicant is:
O Individual O Corporation (Corporation number — if applicable)
O Partnership O3 University/College/School O Non Profit Org. O Government Agency

O Other (describe)

Designated CTEC Administrator Phone # ( )

Administrator email

Approval is requested to offer O Qualifying Education [ Continuing Education OBoth QE & CE

Approval is requested to offer (Check all that apply)
O Contact Courses O Distance Learning Courses O3 Interactive Courses

OWNERS/OFFICERS
Please list those responsible for the management of the applicant. If applicant is an individual, list that individual. Partnerships should
list general partners. Corporations and associations should list three officers. Colleges, Universities and agencies should list their
top three managers or administrators.

NAME TITLE PHONE #

ATTESTATION

Having been duly authorized by the provider, | hereby attest that:
1) The provider has appointed the individual listed as the CTEC administrator to that position.
2) The provider will adhere to the standards, guidelines and policies of the California Tax Education Council.
3) Should the provider fail to abide by the standards, guidelines and policies of the California Tax Education Council, the
provider may be denied or lose their status as an approved provider.

Signature Name Title Date

(For Office Use Only)

Date of receipt Date submitted for review Date of resubmission
Complete Incomplete Letter for complete/incomplete CE/QE/Both
Check # Amount Date Approved Denied Contact/Correspondence/Internet

Approved provider number Date for periodic review
P.O. Box 2890 = Sacramento, California 95812-2890 = www.ctec.org
Toll Free 1-877-850-CTEC (2832) = Toll Free Fax 1-877-851-CTEC (2832)

Application Number




CTEC
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California Tax Education Council

Provider Compliance Form

In an effort to assist individuals in finding and identifying approved courses presented by approved providers,
providers must agree to the following standards.

Provider agrees to the following:

We will use only pre-approved CTEC disclosures as directed in policies QE02 (Advertising Disclosures —
Qualifying Education), CEO5 (Advertising Disclosures — Continuing Education) & CE06 (Continuing
Education Course Disclosures).

2. We will meet the Course Presentation standard # 2 by distributing stated information to all students prior
to registration.

3. We will complete the Student List Form and Course Report Form for each course electronically or by
mail to CTEC within 45 days of the conclusion of each course as outlined in policy CP06 (Provider
Reporting Requirement).

4. We will assign course numbers and report them electronically or on the Course Numbering Form as
outlined in policy CPO7 (Course Numbering Convention).

5. We will evaluate courses as outlined in policy CP08 (Student Course Evaluations) with an evaluation form
or some other means, of which will be disclosed to CTEC.

6. We will distribute a certificate of completion to all successful graduates. This certificate will include the
required information identified in policy CP| | (Completion Certificate) and noted in Provider Reporting
#1. (Providers should set up an online reporting timetable with students. For example: Students will be
reported online within 10 business days.)

7. We will designate a CTEC Administrator who will represent our institution with CTEC and will inform
CTEC of any changes as outlined in policy CP12 (Provider CTEC Administrator/On-Site Coordinator).

8. We will only offer courses for which we are approved. We will obtain necessary approval for any new
course offering such as distance learning or interactive.

9. We understand that it is our responsibility to maintain an understanding of all CTEC policies that pertain
to providers.

Signature Name (Print) Title Date

P.O. Box 2890 = Sacramento, California 95812-2890 = www.ctec.org
Toll Free 1-877-850-CTEC (2832) = Toll Free Fax 1-877-851-CTEC (2832)



SECTION 2

(Please read the enclosed to gain an understanding of the
requirements to be followed in the design of your
course.)

Qualifying
Education Standards



CALIFORNIA TAX EDUCATION COUNCIL
EDUCATION STANDARDS

QUALIFYING AND CONTINUING EDUCATION STANDARDS
(JUNE 2004)

INTRODUCTION

The State of California regulates the education and conduct of tax preparers as described in the Business and Professions Code
§22250-22259. The California Tax Education Council (CTEC) fulfills its duties as outlined in this same citation. As a part of those
duties, the Board of Directors has approved the following standards for providers of “qualifying and continuing education”.

Qualifying Education: Successful completion of a 60-hour (45 hours federal + |5 hours California) CTEC-approved qualifying
education course meets the state-mandated educational requirement for becoming a tax preparer. While there are additional
requirements for prospective tax preparers, this will be the first step that most entrants to the field will take to become registered
with CTEC. Tax schools, students and CTEC must each adhere to, and apply these standards, if the public is to be properly served.

Continuing Education: After the initial registration, the State of California requires each CTEC Registered Tax Preparer (CRTP)
to complete 20 hours of approved continuing education annually (12 hours federal taxation + 4 hours California taxation + 4 hours
of either federal or California taxation or alternative courses. Reference: CTEC policy CEO7 (Alternative Courses for CE Credit)

Note: Program developers and/or instructors may obtain a maximum of 10 hours of continuing education credit in the performance
of their duties. Reference: CTEC policy CE-07-01 (Alternative Courses for CE Credit)

Tax schools (providers) interested in obtaining approval to offer a CTEC-approved educational course must utilize these standards
in developing, presenting, and reporting their course(s). The standards are divided into four sections:

e Course Development

e  Course Presentation

e Curriculum Guidelines

e Provider Reporting

No provider can offer CTEC credit for any course not approved in advance by CTEC. Applications to become a CTEC-approved
provider can be downloaded from CTEC’s website (www.ctec.org) or mailed upon request. A provider approved to offer qualifying
education is automatically approved to offer continuing education. However, a provider approved to offer continuing education only
must obtain additional approval to offer qualifying education. Reference: CTEC policy CPI7 (CE Approval for QE Approved
Providers)

In addition, a provider approved to offer distance learning courses is automatically approved to offer contact courses. However, a
provider approved to offer contact courses only must obtain separate approval to offer distance learning courses. Reference: CTEC
policy CPI3 (Distance Learning)

CTEC publishes a current list of approved providers who have met these standards. The list is available to the public on CTEC’s
website, or can be mailed or faxed upon request.



COURSE DEVELOPMENT

I. Curriculum content is restricted to federal and California taxation. (Business & Professions Code Section 22255(b)).
Commentary: CTEC maintains a list of tax topics that are currently approved for continuing education
(Reference: CTEC policy CEOI — Continuing Education Topics) and a list of topics that must be covered for
qualifying education Reference: CTEC policy CP24 — Qualifying and Continuing Education Standards (Annotated
Guidelines). These lists are available upon request.

2. The curriculum provider must create learning objectives and specify the program level, expected knowledge, and/or skill
attainment.

Commentary: Learning objectives should clearly state what level of knowledge or skill a participant is expected to achieve
after completing a particular program. Program level descriptions should be informative to potential participants. Examples
of descriptions are:

=  Basic — Covers fundamental principles and skills. This level is for participants with limited or no exposure to the
subjects.

= Intermediate — Builds on a basic level program in order to relate fundamental principles or skills to practical situations
and extend them to a broader range of applications. This level is for participants with some exposure to the subjects.

= Advanced - Focuses on the development of in-depth knowledge, a variety of skills, or a broader range of applications.
This level is for participants with significant exposure to the subjects.

=  Update — Provides a general review of new developments. This level is for participants with a background in the
subjects who wish to be kept current.

=  Overview — Develop a broad perspective in a subject area.

3. Curriculum providers must state the prerequisites for education, experiences, or both. This information should be prepared
for each course.

Commentary: All programs should clearly identify prerequisites including advance preparation. Prerequisites should be
written in clear and precise language so that potential participants can readily ascertain whether they qualify for the
program and whether the specified program level is appropriate for them.

4. Curriculum providers must be qualified in the subject matter and be knowledgeable in instructional design and delivery.

Commentary: Qualification in subject matter and knowledge of instructional design may be obtained through appropriate
practical experience, education or both. This standard is not intended to require that any one individual program
developer be both technically competent and competent in instructional design. Its purpose is to ensure that both types of
competency are represented in the completed program. Whether one or more persons are involved in that development
is not important.

5. Curriculum providers must ensure that materials are technically accurate, current, complete and sufficient to meet the
program’s learning objectives. The instructional methods (lecture, video, seminar, etc.) to be used in the delivery of the
material should be clearly identified.

Commentary: Curriculum providers should review the course materials periodically to ensure they are current,
technically accurate and consistent with currently accepted standards relating to the programs’ subject matter.

Course material must be sufficient to meet the program’s learning objectives. That means the course materials shall include
everything required to complete the course including references, forms, etc. or the provider should provide a list of the
necessary required materials prior to the purchase of the course. Reference: CTEC policies QE02 and CEQ5 (Advertising
Disclosures QE and CE, respectively)

The instructional presentation method must be conducive to the design of course materials, e.g. more detail is generally
needed in correspondence courses where access to the instructor is typically not as readily available.

6. It is recommended that curriculum providers have course materials reviewed by qualified persons other than the person(s) who
developed them. This review should occur before the materials are submitted for approval.

Commentary: Individuals, other than the course author/developer, should review a program. This reviewer(s) should be
qualified in the subject matter and knowledgeable in instructional design. Any one reviewer need not be competent in both
areas, but both aspects of a program should be reviewed. However, it may be impractical to review certain programs, such



as lectures given only once. In these cases, more reliance must be placed on the recognized competence of the
author/instructor.

(A) Credit hours for instructor-led and/or interactive instruction will be assigned based on a 50-minute contact hour.

Commentary: Providers are encouraged to measure participant progress and validate that educational goals are actually
being met. Homework, periodic examinations and/or a comprehensive assessment are recommended for this purpose.
Providers of instructor led courses may define successful completion of their CE or QE courses as outlined in CTEC policy
CPI9 (Provider Definition of Successful Completion).

(B) Credit hours for distance learning instruction will be allowed based on a 100-minute hour.

Commentary: Distance learning courses must meet specific guidelines as outlined in CTEC policy CPI3 (Distance
Learning). Program developers should keep appropriate records of how the average completion time was determined.

Course approval must be obtained prior to advertising or offering the course. Applications for approval must contain: an
approved provider application, a syllabus describing topics covered with time devoted to each, a copy of the instructor guide,
student learning materials, sample completion certificate, provider compliance form, and a student evaluation. In addition,
quizzes and examinations must be included, if applicable. Reference: CTEC policy CP02 (Provider Approval Process).

Commentary: A curriculum provider may not offer or advertise that a course is a CTEC approved course until approval is
obtained. In addition, a curriculum provider may not offer correspondence courses without obtaining prior approval for
that method of course instruction. Reference: CTEC policy CPI3 (Distance Learning).

Applications to become a CTEC approved provider can be downloaded from CTECs website (www.ctec.org) or mailed upon
request. The application must be complete with all requested materials included. Applicants will receive approval or denial
within 120 days of receiving a complete application packet.

Tests and quizzes are not required for instructor led courses; however, they must be submitted if they are used in the course.
Courses shall not consist of testing material only.

Commentary: An examination or test only is recommended as explained in 7(A) above. However, neither an exam nor a
test of any kind standing alone will constitute an acceptable course. A course may utilize a programmed learning approach
but it must consist of more than a test or exam.

. Curriculum providers may appeal, in writing, a denial of approval for any course to the Curriculum Provider Standards

Committee as outline in CTEC policy CP03 (Denied Provider Appeal Process).



COURSE PRESENTATION

I. Providers shall inform prospective students that the provider and/or course has been approved by CTEC. Providers shall obtain
the Council’s approval for such disclosures in advance of their use. Courses that are promoted in a way that makes claims in
violation of this standard may be disallowed for any credit.

Commentary: The Council will maintain a listing of approved disclosures. These approved disclosures will be
distributed upon request, and included with Curriculum Provider applications and standards. Providers needing
alternate language may request them from the Council.

2. Providers shall inform participants, in advance, of learning objectives, prerequisites, course content and level, advance
preparation, instructional methods, number of federal and state hours awarded for successful completion, grievance policy,
refund policy, and relevant administrative procedures and policies.

Commentary: In order for potential participants to effectively select their “qualifying or continuing education” the
significant features of the program should be disclosed in advance in brochure advertisements and/or other information
announcements. The program sponsor’s registration policies and procedures must be formalized, published, and made
available to participants.

Curriculum providers must formulate a refund policy that is clearly communicated to participants before they register
for the course. The full range of refund policy provisions allowed under California law is permissible as long as they are
communicated to participants.

3. Providers shall ensure instructors are qualified with respect to both program content and instructional methods used.

Commentary: The instructor is a key ingredient in the learning process in any group program. Therefore, it is
important that curriculum providers exercise great care in selecting qualified instructors for each program. Qualified
instructors are those who are not only knowledgeable but also capable through background, training, education, or
experience, of communicating effectively and providing an environment conductive to learning. They should be
competent teachers, current in the subject matter, skilled in the use of the appropriate instructional methods, and
prepared.

Curriculum providers should evaluate the instructor’s performance as appropriate to determine the instructor’s
continued suitability to instruct. Use of student course evaluations is recommended for this purpose.

4. Providers shall ensure that the number of participants and physical facilities are appropriate for the instructional methods used.

Commentary: The number of participants, suitability of facilities, and seating arrangements are integral to the
accomplishment of the educational goals and should be planned and appropriately coordinated.

5. Providers shall employ an effective means of evaluating program quality with respect to content and presentation. Student
course evaluations will be administered at least once at the conclusion of the course. Reference: CTEC policy CP08 (Student
Course Evaluations).

Commentary: The objective of evaluations is to increase subsequent program effectiveness and to assess participant
satisfaction with the specific program. Written evaluations should be solicited from all participants and instructors for each
offering at the end of the course. Evaluations may also be solicited during the course presentation to assess whether
objectives are being met. At a minimum, each program presentation, including distance learning, should be evaluated to
determine whether:

=  Stated learning objectives were met.
=  Prerequisite requirements were appropriate.
=  Program materials contributed to the achievement of the learning objective.
=  Program content was timely and relevant.
= Time allocations were appropriate.
In addition, each presentation of a group program should be evaluated to determine whether:

= |ndividual instructors were effective.

= Facilities were suitable.

=  Handout or advance preparation materials contributing to accomplishment of educational goals were satisfactory.
=  Audiovisual materials were appropriate and effectively utilized.

Curriculum providers should periodically review evaluation results to assess program effectiveness and inform developers and
instructors of evaluation results accordingly.



PROVIDER REPORTING

Providers will provide participants who successfully complete their course with a certificate as outlined in CTEC policy CPI |
(Completion Certificate).

Commentary: The certificate is to provide the participant as written support of successful completion of the subject
course and the earning of corresponding credit hours.

Providers will inform CTEC of all students who have successfully completed a course as outlined in CTEC policy CP06
(Provider Reporting Requirement). Providers must notify students of their reporting time schedule.

Commentary: Providers, who offer a series of several CTEC-approved continuing education courses, may postpone
submitting course report forms until the last course in the series, so long as the following requirements are met:

Students register for the entire series as a unit;
The course meets at least once a week (except for holiday weeks);
The October 31* deadline does not fall within the course.

Providers shall retain the following information for three years:

A record of student attendance and achievement;
Course materials;

Commentary: Curriculum providers must retain this information in a location accessible to the participants and to all
parties with a legitimate interest. Three years is sufficient to provide audit agencies time to audit the program and the
hours earned.

Providers shall maintain a single administrator/responsible party for contacts with CTEC as outlined in CTEC policy CPI12
(Provider CTEC Administrator/Onsite Coordinator).



ADVERTISING DISCLOSURES - QUALIFYING EDUCATION (QE02)

Background: To become a CTEC Registered Tax Preparer (CRTP), individuals who do not meet the experience in lieu of
education qualification must complete a CTEC approved Qualifying Education course. To assist the CRTP in finding and identifying
approved courses presented by approved providers the following provider QE course advertising disclosures have been developed.

Disclosure Requirements: Providers shall inform prospective students that the California Tax Education Council has approved
the provider and/or course. The Provider Name and Number listed in any disclosure must be the same name and number found on
the curriculum provider approval received from the California Tax Education Council. The Course Name and Number listed in any
disclosure must be the same name and number found on the Course Numbering Form submitted by the provider to CTEC. To
meet this requirement:

e  Providers shall use pre-approved disclosures, or
e  Providers needing alternate language may submit proposals for approval to the Board.

Alternate Wording Approval: Staff will approve all such requests that provide the same information as these pre-
approved disclosures, and refer all other requests to the Curriculum Provider Standards Committee for approval.

Violations: Courses that are promoted in a way that makes claims in violation of this standard may be disallowed for any
credit.

Disclosure Types: The Board has approved two types of disclosures:

I. Promotional disclosures - a short version for limited-space ads. (A promotional disclosure need only list the course name and
CTEC Course #), and

2. Pre-registration disclosures - a more complete disclosure that all prospective students shall receive prior to registration.
Approved Disclosures: The following are pre-approved disclosures.

Course Approval —

(Course Title and Number) is a CTEC-approved course, which fulfills the 60-hour “qualifying education” requirement for tax
preparers. A listing of additional requirements to register as a tax preparer may be obtained by contacting CTEC at P.O. Box 2890,
Sacramento, CA, 95812-2890, toll-free by phone at (877) 850-2832, or on the Internet at www.ctec.org

Provider Approval —

(Provider Name) has been approved by the California Tax Education Council to offer (Course Title and Number), which fulfills the
60-hour “qualifying education” requirement imposed by the State of California to become a tax preparer. A listing of additional
requirements to register as a tax preparer may be obtained by contacting CTEC at P.O. Box 2890, Sacramento, CA, 95812-2890,
toll-free by phone at (877) 850-2832, or on the Internet at www.ctec.org



CURRICULUM GUIDELINES FOR CTEC-APPROVED 60 HOUR QUALIFYING
EDUCATION TAX COURSES (Annotated Guidelines)

QUALIFYING EDUCATION GUIDELINES

Background: Section 22255 of the California Business & Professions Code requires CTEC to issue a "certificate of completion” to the tax preparer who has completed not less than 60-hours of
instruction in basic personal income tax law, theory, and practice by an approved curriculum provider within the previous 18 months. To become an approved provider of any 60-hour qualifying course,
the provider must meet CTEC established guidelines. The course must include a minimum of 45 hours of Federal and 15 hours of California State instruction. Each course is evaluated to
ensure that it adequately covers the following subjects. Providers must indicate page(s) in which topics can be located in courseﬂmaterials, time devoted to each topic, and (if course is a
correspondence course) match each topic to examination questions

] 2008
Topics Guidelines
I
General Filing Issues
A. | Ethics
1. | General Ethics and Compliance Subjects R
2. | EITC Due Diligence R
3. | Preparer penalties
a. | Understatement (Negligence) - Sec 6694(a) A
b. | Intentional disregard of rules - Sec 6694(b) A
B. | Who must file a return? R
C. | Which form should be used?
1. | Various Taxes
a. | Income Taxes A
b. | Gift and Estate 0o
C. | Sales Taxes - Local 0O
d. | Property Taxes
1. | Real estate - County assesses A
2. | Personal property - such as DMV license A
e. | Luxury (excise) tax 0
f. | Sin taxes - tobacco and liquor 0o
g. | Social Security on the self-employed A
h. | Employment taxes

California Tax Education Council

CP23-Attachment

www.ctec.org

KEY TO GUIDELINES

R Required — student accurately prepares this issue for the preponderance of taxpayers.
A Awareness — student recognizes when this issue may exist for a taxpayer, and common outcomes.
O Optional — these are some additional acceptable issues for the “qualifying education” course.

Revised 6/25/09



CURRICULUM GUIDELINES FOR CTEC-APPROVED 60 HOUR QUALIFYING
EDUCATION TAX COURSES (Annotated Guidelines)

QUALIFYING EDUCATION GUIDELINES

Background: Section 22255 of the California Business & Professions Code requires CTEC to issue a "certificate of completion” to the tax preparer who has completed not less than 60-hours of
instruction in basic personal income tax law, theory, and practice by an approved curriculum provider within the previous 18 months. To become an approved provider of any 60-hour qualifying
course, the provider must meet CTEC established guidelines. The course must include a minimum of 45 hours of Federal and 15 hours of California State instruction. Each course is
evaluated to ensure that it adequately covers the following subjects. Providers must indicate page(s) in which topics can be located in coursel]materials, time devoted to each topic, and (if course is

a correspondence course) match each topic to examination questions.

1. | SUI (@)
2. | SDI R
3. | FICA - employee and employer A
2. | Various Forms R
D. | Special tax provisions and penalty taxes - Awareness
1. | Alternative minimum tax - Sec. 55-59 A
2. | Early withdrawal from pension or IRA - Sec. 72 R
3. | Penalty for improper investment or excess contribution to a pension plan or (0]
IRA
E. | When are returns due? R
F. | Where are returns to be filed and payments made? R
G. | Miscellaneous filing issues
1. | Accounting methods - general A
2. | Accounting periods - general A
3. | Balance due returns versus refund returns A
4. | Electronic filing A
5. | Kiddie tax calculations A
H. | Return assembly and processing A
Correcting mistakes - amended returns and claims for
I. | refunds R
J. | Penalties
1. | Delinquency - 5% per month - Sec. 6651(a)(1) A
2. | Failure to pay - 1/2% or 1/4% (post 1999) A
3. | Negligence or intentional disregard - Sec. 6651(a)(1) A
California Tax Education Council CP23-Attachment www.ctec.org Revised 6/25/09

KEY TO GUIDELINES

R Required — student accurately prepares this issue for the preponderance of taxpayers.
A Awareness — student recognizes when this issue may exist for a taxpayer, and common outcomes.
O Optional — these are some additional acceptable issues for the “qualifying education” course.



CURRICULUM GUIDELINES FOR CTEC-APPROVED 60 HOUR QUALIFYING
EDUCATION TAX COURSES (Annotated Guidelines)

QUALIFYING EDUCATION GUIDELINES

Background: Section 22255 of the California Business & Professions Code requires CTEC to issue a "certificate of completion” to the tax preparer who has completed not less than 60-hours of instruction in
basic personal income tax law, theory, and practice by an approved curriculum provider within the previous 18 months. To become an approved provider of any 60-hour qualifying course, the provider must
meet CTEC established guidelines. The course must include a minimum of 45 hours of Federal and 15 hours of California State instruction. Each course is evaluated to ensure that it adequately
covers the following subjects. Providers must indicate page(s) in which topics can be located in courseﬂmaterials, time devoted to each topic, and (if course is a correspondence course) match each topic to
examination questions.

4. | Substantial understatement - Sec. 6662(b)(2) A
K. | Interest on overpayment and underpayment of taxes A
L. | Preparer Filing Responsibilities
1. | Preparer Identification Number (PTIN) A
2. | Retention of records of returns prepared A
M. | Amended Returns - what form and when to file A
Il. | Filing Status
A. | Five Types R
B. | Requirements of each R
C. | Special situation
1. | Abandoned spouse R
2. | Divorce & Separation R
3. | Decedent issues R
lll. | Exemptions
A. | Taxpayer related - husband and wife R
B. | Dependency related
1. | Requirements
a. | Qualifying Child or Qualifying Relative Tests R
b. | Taxpayer Not a Dependent Test R
c. | Joint Return Test R
d. | Citizenship Test R
2. | Special Cases
a. | Multiple support agreements R
California Tax Education Council CP23-Attachment www.ctec.org Revised 6/25/09

KEY TO GUIDELINES
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b. | Children of divorced parents R
3. | Tie-breaker Rules R
C. | Exemption AGI phase-out R
IV. | Tax Payment Issues
A. | Tax withholding
1. | W-4's
a. | Preparation R
b. | Exemption W-4E R
2. | W-2 issues R
3. | Miscellaneous withholding issues
a. | Tips A
b. | Pension and annuity withholding (@)
c. | Gambling withholding 0]
d. | "Backup withholding" 0]
e. | Various forms 1099 A
f. | Dependent care benefits A
B. | Estimated Tax
1. | Requirement to pay R
2. | Penalty for underpayment R
3. | Exceptions to penalty R
C. | Payment by Credit R
V. | Income
A. | Wages, salaries, tips, bonuses, fringe benefits, fees, unemployment benefits and other compensation
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1. | Taxable types of - see list in A above
2. | Non-taxable sources of compensation
a. | Pension and annuity exclusion rule
Amounts received for the services of a child are taxable to the child
Group term life insurance provided by employer
Qualifying moving expenses reimbursement from employer
Qualified stock options
Compensation for sickness or injury
1. | Sick pay and medical expense reimbursement
2. | Medical insurance premiums paid by employer
3. | Disability insurance premiums paid by employer
4. | Worker compensation
Special rule for clergy
Certain meals and lodging provided by employer
i. | Cafeteria employee benefit plans (briefly what type of coverage they
are
Ed&cation assistance program provided by an employer
k. | Dependent (child) care assistance from employer, nursery or baby-
sitting
I. | Certain employee fringe benefits
1. | Working condition fringe such as company car
2. | Employee purchase discounts
3. | No additional cost fringe such as free travel for airline employees
4,

Transportation fringes such as free parking, van pool and bus
pass

Py
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5. | De minimis fringes such as company party or free coffee

>

m. | Community Property issues (MFS) A

B. | Interest Income

1. | Taxable types such as savings accounts, Treasury bonds, interest from loans
made to others, etc.

2. | Non taxable types - Municipal bonds

3. | When to report interest

a. | Cash method and constructive receipt issues

b. | Bonds issued at a discount

4. | How to report interest on the return - Form 1040,1040A,1040EZ

> >

C. | Dividends

Fully taxable ordinary income distributions
Capital gain distributions

Nontaxable distributions

Other distributions such as for a mutual fund
How to report dividends on the return

aiswINE

X |00 |0 |0 |0

©

1099R Income and Social Security benefits
E. | Rental income and expenses

1. | Income

a. | Advance rent

b. | Deposits

c. | Payment of expenses by tenant

> > |>

California Tax Education Council CP23-Attachment www.ctec.org Revised 6/25/09

KEY TO GUIDELINES
R Required — student accurately prepares this issue for the preponderance of taxpayers.
A Awareness — student recognizes when this issue may exist for a taxpayer, and common outcomes.
O Optional — these are some additional acceptable issues for the “qualifying education” course



CURRICULUM GUIDELINES FOR CTEC-APPROVED 60 HOUR QUALIFYING
EDUCATION TAX COURSES (Annotated Guidelines)

QUALIFYING EDUCATION GUIDELINES

Background: Section 22255 of the California Business & Professions Code requires CTEC to issue a "certificate of completion” to the tax preparer who has completed not less than 60-hours of
instruction in basic personal income tax law, theory, and practice by an approved curriculum provider within the previous 18 months. To become an approved provider of any 60-hour qualifying
course, the provider must meet CTEC established guidelines. The course must include a minimum of 45 hours of Federal and 15 hours of California State instruction. Each course is
evaluated to ensure that it adequately covers the following subjects. Providers must indicate page(s) in which topics can be located in courseﬂmaterials, time devoted to each topic, and (if course is
a correspondence course) match each topic to examination questions.

2. | Expenses
a. | Repairs and maintenance A
b. | Travel and transportation and record keeping requirements A
c. | Depreciation A
3. | Vacation rental rules A
F. | Schedule C - Self-employed trade or business
1. | Gross receipts R
2. | Cost of goods sold calculation and inventory considerations R
3. | Business expenses
a. | Requirements to be met for the common expenses R
b. | Special requirements for:
1. | Use of home as an office or for storage, etc. R
2. | Record keeping for business auto use, home computers, cellular R
telephones, etc.
3. | Travel and entertainment R
4. | Health insurance premiums R
4. | Self-employment tax issues
a. | When to pay R
b. | How to calculate R
G. | Farm income - Schedule F - basics 0]
H. | Hobby Rules A
I. | Passive activity rules 0
J. | Miscellaneous income sources and issues
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1. | Royalties 0]
2. | Bartering A
3. | Paying back items previously taxed 0
4. | Recoveries of items previously deducted such as state tax refunds R
5. | Income from partnerships, trusts, estates and S corporations; K-1 issues ®)
6. | Independent contractor versus employee issue
a. | Nature of the issue (criteria to determine) A
b. | What forms to use if employee gets a Form 1099 instead of a Form W-2 | A
VI. | Exclusions - other than work related (see V.a.ii. above)
A. | Sale of residence exclusion (see VII.C.1 below) R
B. | Scholarships and fellowships A
C. | Certain debt discharges such as bankruptcy A
D. | Gifts and inheritances A
E. | Miscellaneous nontaxable items such as veterans benefits and child support payments and welfare benefits R
VII. | Divorce and Property Settlement Issues
A. | Alimony A
B. | Property settlement A
C. | Child support payments A
VIIl. | Gains and Losses - sale or other dispositions of property
A. | Calculating the sale price A
B. | Determining the adjusted basis
1. | Original basis such as cost A
2. | Gifts and inheritances A
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ur qualifying

course, the provider must meet CTEC established guidelines. The course must include a minimum of 45 hours of Federal and 15 hours of California State instruction. Each course is
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a correspondence course) match each topic to examination questions.

and (if course is

3. | Adjustments to basis for such things as depreciation and additions and A
carryover basis issues
C. | Non-taxable transactions
1. | Sale of residence exclusion (see VI.A. above) R
2. | Like-kind exchanges 0]
3. | Casualties and other involuntary conversions (@)
4. | Corporate stock for stock transactions (basic rules) (@)
D. | Installment sales rules A
E. | Capital gains and losses
1. | Capital Asset defined R
2. | Holding period requirements
a. | General - 12 months R
b. | Over five years if sold after 1/1/2001 0]
3. | Recapture of depreciation taxed at 25% (@)
4. | Sale of collectibles (@)
5. | Schedule D - computation rules reviewed
a. | Capital gain distributions only R
IX. | Adjustments to Income
A. | Individual Retirement Accounts (IRA's)
1. | Regular IRA R
2. | Roth IRA (qualification conversion and theory) R
3. | Education IRA 0]
4. | Spousal IRA R
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5. | Simple IRA A
B. | Contributions to HR-10 self-employment plan (basic) 0]
C. | Alimony paid to spouse or former spouse R
D. | Reimbursed employee business expenses A
E. | Moving expenses R
F. | Interest on student loans R
G. | Miscellaneous
1. | Penalty for premature withdrawal from savings account (@)
2. | Jury pay turned over to employer 0
3. | Repayments of amounts previously taxed 0
X. | ltemized Deductions
A. | Standard Deduction
1. | General Rule R
2. | Taxpayer claimed as a dependent by another R
3. | Special rule for blind and/or over 65 R
4. | Special rule for those married filing separately R
B. | Itemized Deductions
1. | Qualified residence interest R
2. | Investment interest expense to the extent of net investment income A
3. | Real estate taxes R
4. | Foreign, state and local income taxes R
5. | Personal property tax such as part of the DMV charges R
6. | Medical expenses R
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7. | Charitable contributions R
8. | Casualty losses R
9. | Wagering losses to the extent of wagering winnings R
10. | Miscellaneous itemized
a. | Unreimbursed employee business expenses such as union dues, R
uniforms, education, etc.

Investment related expenses R
C. | Losses not deductible above the line R
d. | 2% AGI limitation R

C. | Itemized deduction phase-out - limit on itemized deductions
1. | Which deductions are effective R
2. | Calculations illustrated A

XI. | Credits
A. | Child tax credit for children under 17 R
B. | Child care and disabled dependent care credit R
C. | Credit for the elderly and disabled 0]
D. | Foreign tax credit 0]
E. | Earned income credit (including non-earned income and compliance) R
F. | Off road use of fuels credit (6]
G. | Overpayment of FICA credit R
H. | Education credits
1. | Hope credit A
2. | Lifetime learning credit A
California Tax Education Council CP23-Attachment www.ctec.org Revised 6/25/09

KEY TO GUIDELINES

R Required — student accurately prepares this issue for the preponderance of taxpayers.
A Awareness — student recognizes when this issue may exist for a taxpayer, and common outcomes.
O Optional — these are some additional acceptable issues for the “qualifying education” course



CURRICULUM GUIDELINES FOR CTEC-APPROVED 60 HOUR QUALIFYING

EDUCATION TAX COURSES (Annotated Guidelines)
QUALIFYING EDUCATION GUIDELINES

Background: Section 22255 of the California Business & Professions Code requires CTEC to issue a "certificate of completion” to the tax preparer who has completed not less than 60-hours of
instruction in basic personal income tax law, theory, and practice by an approved curriculum provider within the previous 18 months. To become an approved provider of any 60-hour qualifying
course, the provider must meet CTEC established guidelines. The course must include a minimum of 45 hours of Federal and 15 hours of California State instruction. Each course is
evaluated to ensure that it adequately covers the following subjects. Providers must indicate page(s) in which topics can be located in courseﬂmaterials, time devoted to each topic, and (if course is
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3. | Recapture of education credits A
I. | Adoption credit A
J. | Mortgage interest credit A
XIl | State of California Concerns (can be integrated into the material covering each topic)
A. | Residency requirements
1. | 9 month & 6 month rule R
2. | Out of state under employment contract R
3. | Factors for determining residency R
B. | Filing Requirements
1. | Gross Income & CA AGI
a. | Gross profit & gross receipts (business, rental & stock sales) R
2. | Business Licenses A
3. | Moves out of state R
C. | Community Property
1. | When the law of community property begins & ends R
2. | Income subject to the law of community property R
3. | Commingled property R
4. | Effectiveness of pre-nuptial agreement R
5. | Application to Registered Domestic Partners R
D. | Filing Status Differences Between State and Federal
1. | Registered Domestic Partners R
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2. | Military Spouse Issues A
3. | Nonresident spouse with no California source income A
4. | Common law marriages A
E. | Standard Deduction R
F. | Personal exemption credit R
G. | Dependents
1. | Filing Requirements R
2. | Kiddie Tax non-conformity A
3. | FTB Form 3800 & filing requirements A
H. | California adjustments - Conformity issues
1. | Unemployment benefits R
2. | California lottery winnings R
3. | Interest on US Govt Securities R
4. | California Municipal bond earnings R
5. | California state income tax refund R
6. | Social Security income R
7. | Railroad retirement tiers | & Il A
8. | Mortgage interest credit - CA does not have A
I. | ltemized deductions
1. | Itemizing on federal, not California R
2. | Investment interest adjustments 0]
3. | State withholding taxes R
4. | Prior year state balance due R
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J. | Other conformity issues
1. | Health Savings Accounts A
2. | AMT
a. Tax Rates A
b. Exemption for small business A
3. | California qualified stock options 0
4. | Employer provided transportation benefits - California differences A
5. | Expenses
a. Entertainment expenses (club dues) R
b. Expense disallowance for substandard housing A
c. Family support payments R
6. | Losses
a. Net operating losses 0]
b. Casualty & theft losses A
c. Passive activity losses (no qualified real estate investor rule) A
K. | IRA differences
1. | Differences in basis R
2. | Difference in phase out (starting in 2007) R
L. | Sales and exchanges
1. | Capital gains tax rate R
2. | Withholding on sales of real property R
3. | Carryover of unused losses R
M. | Credits
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1. | Joint custody Head of Household R
2. | Credit for employer child & dependent care expenses A
3. | Child & Dependent Care Expenses credit R
4. | Qualified senior head of household cost @)
5. | Land conservation credit (@)
6. | Excess state disability insurance R
7. | Adoption credit A
8. | Credit for taxes paid to other states A
9. | Renters credit R
10. | Other miscellaneous credits 0]
N. | Estimated taxes
1. | Percentage of current year & prior year as base for estimated payment A
0. | Penalties
1. | Demand penalty A
2. | Late filing & payment penalties R
P. | Statute of Limitations
1. | Automatic 0
2. | Statute on assessment of refunds A
3. | Statute on final federal determinations @)
Q. | Non-resident issues
1. | Sourcing payments for
a. | Covenant not to compete O
b. | Stock options 0
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Pensions (moving into and out of state)

Installment sales

Like kind exchanges

=~ ®|2 O

Income from a trade or business

T|0|0 |

2. | Sourcing deductions for nonresidents

a. | Alimony deduction

b. | Net operating losses

C. | Passive activity losses

d. | Part year resident

X|0|0|0

3. | Service members

a. | Non-California domicile stationed in California

Py

b. | California-domiciled stationed outside state

Py

Q. | Signature requirements

1. | Power of attorney procedures

Xl | Special Topics

A. | Sales and use tax collection - internet transactions taxable to California

Py

B. | Independent contractor issues

EDD common law test

No section 530 relief like federal

Unique statutory employees and non-employees

BN

Independent Contractor Reporting Requirements

C. | Voluntary contributions to various funds

D. | SDI & VPDI issues -- what it is, over withholding etc.

T|WO|O|0 |0
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E. | California depreciation rules
1. | When a form 3885A is and is not required A
2. | Changing depreciation methods 0
3. | MACRS differences A
4. | ACRS sometimes shows up on state but not on federal A
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(Please read and familiarize yourself with the policies pertaining to approved
education providers. All policies can be viewed at www.ctec.org.)

Continuing & Qualifying Education
Provider Policies



Administration Manual

PROVIDER REPORTING REQUIREMENTS (CP06)

Background: Providers record and report to CTEC those students who successfully complete their CTEC-approved courses.
This information is used to confirm the successful completion of the educational requirements claimed by tax preparers when they
register with CTEC.

Methods of reporting:

O Online Reporting: Providers may report student information by entering data on CTEC’s website. Complete
instructions are available upon request.

O Manual Reporting: Providers may report student information by completing a course report form (Form CTEC-0006)
and a student list (Form CTEC-008) and submitting it to CTEC by mail or fax.

Which students are reported? The provider reports only those students who successfully complete the course. Students who
do not successfully complete the entire course should not be listed. Partial credit of a course is not allowed.

Example: The provider offers a 20-hour course, the student completes 15 of these 20 hours — no credit is given.
Example: The provider offers four 5-hour courses, the student completes three of these courses — 15 hours credit is given.

Providers of Qualifying Education must report all successful graduates. Providers of Continuing Education may report only those
students who are CTEC-registered, or desire to be reported. Students who are not yet registered but may become subject to the
program during the coming year (e.g. retiring CPAs or graduates of a qualifying education course), may want to be reported.

What information is required? All curriculum providers must report course information found on the Course Report Form.
This includes information such as the CTEC Course title, course number, and the date the course was completed. In addition, the
names of the students who successfully completed the course must be reported.

O Online Reporting:
0 Qualifying Education Courses — Providers must report the student’s last name and the last six digits of the
student’s social security number. (Note: If a student does not wish to provide the last six digits of the social
security number, the student may elect to provide a six digit “pin” number.)

0 Continuing Education Courses — Providers must report the students CTEC number.

O Manual Reporting:
0 Qualifying Education Courses — Providers must report the student’s full name and address.

0 Continuing Education Courses — Providers must report the student’s full name and CTEC number.

May providers create their own Student List? Providers may request approval for a substitute Student List by submitting a
sample for approval. It must include all the information that the standard Student List contains. Such requests should be addressed
to CTEC, Attention of: Provider Records Analyst. The request will be reviewed and the provider notified of the results within two
weeks. Successful applicants will receive a letter approving their substitute Student List, and may begin using the list at that time.

When is the Student List due? The Student List is attached to the Course Report Form and filed within 45 days of the date the
student completes the course. For those courses that conclude during the months of September and October, the Course Report
Form is due on November 15®. This allows CTEC to confirm the education of those who renew their registrations on or near the
October 31* deadline.

Considerations:

e  Providers offering distance-learning courses will frequently have students completing the course throughout the month. In
these situations, the provider need not file a Course Report Form every day a student completes the course, but may
instead file a single Course Report Form (and Student List) combining the students who successfully completed the course
on a weekly, or monthly basis, or other time frame as necessary to accommodate the providers volume of students.
Completion dates reported to CTEC must be identical to course dates printed on completion certificates.
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Automation of the registration process has allowed for immediate processing of preparer applications. Since all education
must be verified, providers are encouraged to submit student information electronically prior to distributing completion
certificates to ensure that course information is available online. Providers who are unable to provide this information

prior to distributing completion certificates should provide students with an estimated time frame indicating when course
information will be electronically reported to CTEC.

How long is the Student List retained? Providers retain the student list for three years from the completion date of the
course.
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COURSE REPORT FORM FOR CLASSES

*Please complete this form each time a class is offered. Information on this form can be

submitted electronically online at www.ctec.org, or manually by completing this form and
mailing to PO Box 2890, Sacramento CA 95812-2890.

e PROVIDER INFORMATION

Provider Number

Provider Name

Provider Address

CTEC Administrator Phone#

e COURSE INFORMATION

Course Number - - Course Title

Hours: _ Federal __ California ___ Total Type of Education: o Qualifying o Continuing

Location class held

Course Dates: Start Finish

Instructor’s Name

Method of instruction oContact o Distance Learning o Internet o Interactive
The Student List showing all students who have successfully completed this course:

O Are recorded on the attached CTEC student list, or

O Are attached in a format matching that of the CTEC student list.

O Are reported online at www.ctec.org

ATTESTATION

As authorized by the provider, | attest that this course has been conducted in accordance with the standards, guidelines and
procedures of the California Tax Education Council.

On Site Coordinator Date

This form must be submitted to CTEC within 45 days of the conclusion of each course. Course Report Forms for courses
completed between October 15-31 must be submitted no later than November |5th. (Electronically submit to:
www.ctec.org or mail to: PO Box 2890 Sacramento CA 95812)

Do not write below this line

(For Office Use Only)

Provider Verification Course Verification Student List
o Number o Number / first filing o Attached
o Address o Type of education
o CTEC Administrator o Hours

P.O. Box 2890 = Sacramento, California 95812-2890 = www.ctec.org
Toll Free 1-877-850-CTEC (2832) = Toll Free Fax 1-877-851-CTEC (2832)
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Provider Number

Course Title

Course Number - -
Date Concluded

STUDENT LIST
(Qualifying or Continuing Education)

*Please complete this form each time a class is offered. Information on this form can be submitted electronically online at
www.ctec.org, or manually by completing this form and mailing to PO Box 2890, Sacramento CA 95812-2890.

| certify that the individuals, whose names appear below, have successfully completed the cited course in accordance with the
standards, guidelines and procedures of the California Tax Education Council.

Signature Name Date

Student Name QE Students- Address CE Students - CTEC

(Required for all students in qualifying education Number *

courses) (Required for all students in continuing

education courses)

O NN A WN| -

0

10
(
12
13
14
15
16
17
18
19
20

* CTEC numbers that are not provided can be found on our website by clicking on “verify a tax preparer’”. Please
print legibly. (Attach to Provider Course Report Form — Must be submitted to CTEC within 45 days of the
conclusion of each course)

Phone: (877) 851-2832 or (916) 492-0457 — Fax: (877) 851-2832 or (916) 447-3447
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COURSE NUMBERING CONVENTION (CP07)

Background: Tax Preparers are required to provide CTEC with a list of CTEC approved courses they have completed in order to
register or renew their registration as a CTEC Registered Tax Preparer (CRTP). CTEC as part of the registration process must be
able to validate an applicant’s course completion during the registration process. Providers are required to submit to CTEC the
student lists for those satisfactorily completing the courses offered by the provider. The course numbers need to identify the
provider, type of education (QE or CE) and a unique number for each particular course.

Numbering Convention: Providers assign course numbers to their own courses according to the instructions outlined in this
procedure. Numbers are assigned to each individual course, not each presentation (class). For example, a course may be presented
at numerous locations over an extended period of time and is assigned a single number. The course numbers are established from
the following elements:

e First 4 Characters - the provider’s 4-digit identification number (automatically generated if reported online.)

e Digits 5 and 6 - either the letters CE or QE. CE is assigned to continuing education courses and QE is assigned to
qualifying education courses (automatically generated if reported online.)

¢ Final 4 Characters — are numeric, assigned by the provider and generally advance numerically from 0001 to 9999.

Example: If the provider number was 4278 and the course is a fifth CE course presented by the provider the course number
would be 4278-CE-0005.

An additional course number is not assigned to courses that are offered in new locations or on subsequent dates. CTEC
distinguishes these offerings through the date and location information provided on the Course Report Form. The course number
identifies the curriculum and no new number is needed until the provider changes the number of federal or California hours
awarded for the course, or makes a significant change to the curriculum content. Annual updates to include changes in the tax law
would not, by themselves, require a new number to be assigned to the course.

Course Numbering Form (CNF): The Course Numbering Form (CTEC-007) is used by providers to assign and report to
CTEC the unique number that they assign to each course that they develop. CTEC does not assign the final four characters. This is
the sole responsibility of the provider.

Changing or Correcting Course Numbers: Because an individual student must include the course number on their
registration, once courses are assigned a number, and that number is advertised, given to a student, or reported to CTEC on the Course
Numbering Form, it cannot be changed or deleted — it must be reported on a CNF. Changes or errors are corrected by listing the
original course number on the CNF, attaching an explanation to the CNF, assigning a correct course number, and reporting both
course numbers on the next CNF filed. The CNF should show all CTEC course numbers that a provider has ever used.

Reporting Requirements:

Provider Applicants - must file a CNF with their original provider approval application showing the number they plan to assign
to the course they are submitting for approval leaving the first six characters blank until they become an approved provider and
receive a provider number.

Approved Providers — must file a CNF the first time each new course is offered. The updated CNF is attached to the Course
Report Form and filed within 45 days of the conclusion of the first offering of the new course. Providers who develop more
courses than can fit on a single page, should cease providing a copy of any full page that has previously been submitted.
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COURSE NUMBERING FORM

*Please update this form each time a new course is created or deleted. Information on this form can be submitted
electronically online at www.ctec.org, or manually by completing this form and mailing to PO Box 2890,
Sacramento CA 95812-2890.

This form is a listing of all courses offered and is maintained by the provider. A copy attached to the first Provider Course Report Form submitted
for each new course developed.

Provider Name and Address Provider Number
CTEC Administrator.
Phone Number ( )
Date: First Course Number* |Federal [CA Total Course Title Course Offering
Offering Provider-QE- Hours [Hours |Hours Contact (C)
Concluded Number Distance Learning
or (D) Or
Provider-CE- Interactive (I)
Number

* A unique identification number composed of three parts
I 4-digit Provider Number — assigned by CTEC to identify the provider;
2. 2-letter abbreviation, CE or QE (Continuing Education or Qualifying Education);
3. 4-digit number assigned by the provider.

P.O. Box 2890 = Sacramento, California 95812-2890 = www.ctec.org
Toll Free 1-877-850-CTEC (2832) = Toll Free Fax 1-877-851-CTEC (2832)
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STUDENT COURSE EVALUATIONS (CP08)

Background: In order to increase subsequent program effectiveness and to assess participant satisfaction with each particular
course, written evaluations should be solicited from all participants and instructors for each offering at the conclusion of the course.

Minimum Content: At a minimum, each program presentation, including distance learning, should be evaluated to determine
whether:

Program content was timely and relevant;

Course met the advertised objectives;

Satisfaction with the course materials;

Satisfaction with the meeting facilities;

Time allocations were appropriate for the subject matter;
Individual instructors were effective.

In addition, for correspondence courses:
e Determine the number of hours required to complete the course.

Use of Evaluations: Curriculum providers should periodically review evaluation results to assess program effectiveness and
inform, as appropriate, developers and instructors of evaluation results and take steps to correct any deficiencies.

For correspondence courses, also use the evaluations to determine the length of time required by a student to complete the course.
If the average completion time is less than the CE hours being awarded immediately take steps to either:

I. Adjust the CE hours to that of the average completion time; or

2. Increase the course content so that the average completion time mirrors the CE credit awarded.
Retention of Evaluations: The evaluations are for the sole use of the course provider as a tool to evaluate a course. There is no
requirement to submit the evaluations to CTEC nor is there any requirement for the provider to retain the record for any length of
time. However, for correspondence courses, a provider may choose to maintain the evaluations as a way to justify the average

completion time.

Suggested Format: Sample is included
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SAMPLE STUDENT COURSE EVALUATION

Circle rating for each line description
EXCELLENT - AVERAGE - POOR

Program content was “timely & relevant”.... 5 4 3 2 I
Course met the advertised objectives........ 5 4 3 2 I
Text material........cooooeiiiiiiiiiiiiiiiin 5 4 3 2 I
Meeting facilities (If applicable) ................... 5 4 3 2 I
Time allocations for subject matter-............ 5 4 3 2 I
Instructor — (Enter Name)................cooe.e. 5 4 3 2 I
Instructor — (Enter Name)................co..... 5 4 3 2 I

Number hours to complete the course (Correspondence Only)...............ccu.......

Part of the course you found to be the most beneficial:

Part of the course you found to be the least beneficial:

Additional Comments:

Would you like us to contact you about your comments after the course? [ YES Q0 NO

Optional: Name: Phone:

Please turn in at the conclusion of the course
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CTEC,

Policies, Procedures, Operations and Administration Manual

COMPLETION CERTIFICATE (CPI1)

Background: As part of the annual renewal process, CTEC Registered Tax Preparers (CRTPs) must include, and certify, on their
renewal application form a record of their annual CE courses. To provide the CRTP with verification of course completion,
approved providers shall provide each student with a completion certificate.

Certificate Size: No specific size requirement for the certificate.

Information Requirements: The following information is required on the completion certificate:

e Student Name

e Course Name or Description

e  Course Number (Reference: CP07 — Course Numbering Convention)

e Number of Federal Hours awarded (if applicable)

e  Number of California Hours awarded (if applicable)

e Date of Completion

e  Signature of Instructor or CTEC Administrator (Reference: CP12 — Provider CTEC Administrator/On-site Coordinator)

Revised (Refer to Website)



(Sample Certificate)

Do not submit this...Use this as a template to create your own certificate.

California Tax Education Council

(Replace with your school name)

Presents to:

(Insert student name)

For Completion of Basic Income Tax Course
(45-hours Federal & 15-hours State)

CTEC Course Number: 3000-QE-0001

Completion Date Instructor
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CTEC,

Policies, Procedures, Operations and Administration Manual

PROVIDER CTEC ADMINISTRATOR/ON-SITE COORDINATOR (CP12)

Background: Each provider will designate a CTEC Administrator, who is the main contact person with CTEC. A provider must
notify CTEC in writing, within 30 days, of a change in CTEC Administrator-.

Along with the CTEC Administrator, each provider will also designate an On-Site Coordinator who will actually be in attendance
during a contact class (this person might be, but is not limited to, an instructor, school coordinator, owner or manager), or have
direct access to all paperwork submitted for a correspondence course. The On-Site Coordinator will attest, by signing the “Course
Report Form” (CTEC-006), that the course has been conducted in accordance with the standards, guidelines and procedures of the
California Tax Education Council.
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